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APPLICATION FOR RECORDS RETENTION SCHEDULE HOFFICE OF THE SECRETARY OF STATE
2

RECORDS A MNAGEMENT DIVISION

SUPRUINSUN - —— Ry —

INSTRUCTIONS: See Pubhcat:on No. 76—RM~1 for instructions on compietmg th:s form. Forward signed original to’
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Gsorgia, 30334,
Attention: Scheduting Section.

e e e e e e

~_FOR AGENCY USE 1. Agency Address _ | "'OR RECOADS MANAGEMENT \ LU
Application Date : Office of The Comptroller. Genera 1 [Appiication Number
Agents Licensing Division %2. - 5 LI 3 |
Bootaion W nsurance Depariment gl T e
| o1 Atlanta, Georgia 30334 _OFT 11982 LUQT 251882 -
2. Porson to Contact Workinq Tutle ' h mbar
Angela R, Watkins Pr1nc1pa1 Clerk 38%’%?58
FA;{;O,, R;Jiitsd — T T T T Ty .’ =
a. [ Estabusn Retantion Schedule; tacord will continue to accumulate.
b. O Disposa of present accumulation: no further accumulation anticipated.
¢. [ Amend ApplicationNo. ... ... Check One: (0 Changg._ 0 Supercede; O Void ]
4. Dates of Series 5. Records Series Title (followsd by title used in office, if different)

Earliest . Latest '
Pméwf
7-1- 80 Lﬁ-ﬂ ;

Insurance Agents Renewal Sendbacks

6. Division and Office Function What is the function of the Division and the Office in which this record series is created? ]
" The Agents License Division is responsible for processing applicatons
and issuing new agents' licenses and renewing permanent licenses;
examining agents, conducting pre-~hearing conferences; and for
preparing certificates for agents being licensed as non-residents
in other states and accounting for all Agents Licensing and
Certlflcates of Authority fees.

il

7. Record Scries D;;;:rfpfion This file contains the foliowmg documents (mc!ude form numbers and tftles if any)
Attach samplas of the file, '
Documants relating to: Annual Individual Agent Insurance Renewal Applications that

have been returned to the agent because of incompletion and
and then returned completed to us.

Included are: G. I. D.101, Computer Sendback form letter, Mixcellaneous
' Coreespondence

Ftle isarranged In Alphabetical Order

\ \ ™ V ‘3

— - R S O e ]
8. Monthly Raferenca Rate How often are records referred to which are:
One to six monthsold 6 _____: Seven to twelve monthsold __6 . _; Thirteen to twenty-four monthsold . 3 .___ ;

twenty-five months and older

] 7
' e e . —

Tii_nnual Rate of Accumulation of Records o C o
Letter-size drawers :Legalsizedrawers ___ ______;Shelves . _; Other (specify) 2. 2 Cubic Ft.

R

S P T e o
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| J_E_S }  NO [ 10. Questmnnatre {Place an "X" in_the proper colum_L_ o V*HH 7 W,___._“__ﬁ ' ‘:‘j
B a. Is this the official copy of the series? _ . =
X 1. 1__ Mnot.whereisit? . e - : ]
X b. Does the series contain col‘f;dentlal mformatson requiring security handlmg? If yes, cite law or regulation. '
[ I x [ c tsthissvitalrecorgz o T T
| x { d. Dges this series have histoncal Qr !ong term research value? . . e ]
X e. When one or two documnents in the file make it necessary to keep tha antsre file for a Iong period, oould thess ,
. 1 _documents be schaduled senaratelv? - e e e
Ll x _L_Luha (nformation. cantained in this series aver nuhhshed? JJ‘ uskamchjonm e e
X g. ls the information contained in this series ever analyzed and/or recorded in 8 summarized raport? ‘
S _,,,_U_veaamch_cooy._ Y T L U
2. X 1 _h. fsthere a duplication of this series in your office, or in another office or agency? -
I S R f ves. wherae? o —— U S
L L x 1 i lsthissaries {or 2 majar portion of it! reqularly microfilmed? — e e
| x || __j. Does the record series result in a comouter orintout? .o
11. Rmntlon Requiremants _,_%Tha following requires the series to be kept:
a. State Law —_— . YBArS, d. Audit period ._....-}--- e e — WGBTS,
b, Statute of limitation e e, Y @BIS, e. Administrative need — ~-Yyears.
¢. Federal law — s . L YBTS, f. Federal retention instructions e . . __years.
Attach copy or excerpt of laws or regulations. Explain administrative néed.
12. Aporaved Dispositiqn_ Instructions ~ This agency recdfhmends thét the *;iéA;e;—eé__gé_c:E_(;f‘f.;t—'f!{b end of cach | T
7777 'O Calendar Year; & Fiscal Year; 0 Other — . . __.__._____then,
O Hold in the current filesarea . __month(s) —— . ___.vear(s}; then
O Transfer to local holding area, hold .. _____vyear(s}); then
Transfer to State Records Center; hold _Lm.vear(s); then
Destroy.
O Transfer to State Archives for permanent retention. |
O Other (Specify) "
Thesa instructions apply to all prior and future accumulations of the serias.
| | 7 Date | Records Managament Officer (Signatursl . | _Date
_[i-.:a?'{—’iﬂ M Aot~ | ? 2‘7‘6’14
N o Date’
Recommendations in para- R T " .
graph 12 are approved. State Auditor/Designee b’ g:'f A
(It disspproved, attach letter % T I T
of explenation.) B cretary of State/Desxgne_u / 0/ /? y “‘/
Attorney anaral/Des:gnee /b..—% -

An-so-71 “Rev. 76 ’ BT mmmsml B




